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of confidontial funds bookkeaping has been
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As a pesult of congiderable discussions

Tivision, i has been mutuall

w apgread vhat Uf
acoounts, Vouchors,
confidential funds, there exists an wrgont
to properly and efficiontly record,

fMnancial achtivities of the Agency.

by aabers of the Finsmee 2o\ 110d

ehcons of the great volune of 25X1A5a1
and analytical statistics required in accounbing for

need for mechamizad accounting

mlance, and repord the

mmvonchered

2, Turing the lasd 2% years the volume of ookkeaping has increased at

a trewondous rate due mostly to the
cal dobail required by opsrations,
Wy the Svceclal Services Tivision,
ape and its operations.

peowth of CIA,
the essuaption of divisions forperly hendled

together with more statishi-~

2

and the rapld and continuing expansion of
mo 11lustrate this growth in teras of tookhaening the

following otatisties are ¢ tmitted:
° W ne stice are ou June 1951 Sept. 1948
Youchers processed 2,750 59k
Journzl sntries made 000
Yunber of accounts 25X1A1b
Checks drowm 4,200 2"

3, It is to ba noted that
vooks, approximately ten of the
roguired to btalanece wooles and prepare reporis.
work, since it nmsb be

by hand withoub sone errord. The trouble

errors may ocowr in any of the B sccounts or 2,750 vouchars.
so nany accounts with twelve object classilicalions vachy the

sy tale six people three to four days.

racognized that such volune
1ies prisarily in the nuaber of ways

with the present Ly-hand method of pen and ink
normal teontywonc woridng daye
mig 45 nob due to inefficient

in a month are
of postings cannot be made

In footing
physical work

}» By-hand pen and ink bookkeeping has its merits in small orpanizations

ané for 7lexibiliby to changling wethoda.

Homevaly
established and

it is felt thab the pabtern
the volmms of ww};

50 Mcmﬂingl}i' 'y

1le machine methods be adopted for the bookkeoping
it is estimated that the following nersennel,

Tivigion., To effect this chance
equipnent, and accessorits must be obtained:

{a)} L Rational Cash N

sn.20-10 {18) 20" ivem #

1% is recommsnded that a omlata gwing ovar 1o sceepta~

funetion of the Finance

stey Accounting ¥achlines,
ShU250

(one of these machines is presently on order)

(b) 2 1M Key punch nachines

h
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(o)
(4)

(e)
(£)

L Yiachine operators A

Appropriate deshe and chalrs aprlicatle to the
mnchines, card trays end dividers -
Appropriate forms to be devised for maximun
ubilisation of machines s
Additional space to provide orderly and
efficient oporations.

6, The following nroposed procoduro is submibied whleh, 1% is nelioved,
#1131 effectively implewont and uaintain adequate accounts, statisticn, control,
and kelances at the same Sine enabling ready information for Agency rororkn

and auditing:

{a)

(0)

{e)

) el kel
Approved For Re|e£§°e“r§*é’§‘/&'é‘f3 A,

A nusbersd posting voucher will be prepared for each individual
spansachion effecting the nolks of mocount whether as a cash

or cheo: payaont or a non-cash jovrnal entyys

The vouchers will be postod on a Wational Cash Register machine
to appropriste journals. The journels will servo ao a vousher
repgleter to account for cach munmbared voucher, 8 check roglster,
a book of original entry ond a soupce of suniary noating to the
Nensral Ledgor.

After journplizing, the voucrers will be sorted Ly gntriss
appearing thereon to appropriato advances, exponees or other
subsidiery ledrers.

(1) “n a Natlonnl Tash Reogistor sachine, advances
will be posted to subslidiaries of the rospective
ganeral lodror control accounts. The advance
accomnt will contain a fly-lsaf carbonned state-
ment which may bo detached perdodically and wmade
available to the advances for his inforaction and
follow throush to insure proupt accounting andfor
refund of uwmsebitled balances. All current postings
4o the advances subsidiary will be balanced to the
corvesponding Mlosk of vouchars nosted to the
Jomrnolse The Yational Cach Regleter aachine will
pick up old alances for eagh account posting snd
autonatically show now balanco of accounte AcCorde
ingly, it should only be necessury to run & trial
balance of the ndvances and prove to the goneral
lodper control at the end of tho month if current
postings are balanced by blocks and old alance
pick-ups aro correct.

(2) Other Rocolvablen and Payatlos subsidlarics oay bo
handled, posted, cnd talanced in the same mammer as
advances; sae 6.{c)}{1}.

{3) In ordar to oxpedite the current postings for
asccounting for funds and at the sone time have

. _?gpgg%ﬂata gtatistical
CONFIDENTIAL" ">
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3 CuiHIDENTIAL

information primarily for veporting purposes,
it is proposed that both National Cash Docister
Lecountlng nachives and IT! machines be ubllised
on allotment accountgs An gecount will be maine
tainod for sach allotment of 080, OPC, and other
offices o which will Lo posted, by Yational Cash
Roglster Accounting anchine, bthe vouchers in
tlocks, as jowrnalized. The allotasnt account will
contain colupne for allobmente, expouses, snd ek
pended belance of the allotmend. Tach sobtry froa
a voucher will beo the total eupenss to 2 sinple
allotment without regard to further funciional op
objective classification lwealdowns, Afber posting
and balancing vouchays %o basle accounting reccrds
by Hatlonsl Cagh fNegister machings, the vouchers will
be given to an IBf key punch opevabor locatsd in the
Pinanco Division, Accouats Pranch, who will punch
carda for the further statistical data contained
on sach vouchor: i.e. speclfleally, thoe sccepbtable
abjective classificabdlons, 08D fisld station projscts,
MG action nunbers, and any othwr merdlnent informa-~
tion requireds Terlodically, as doteoralued necessary
cither for balaneing or repsrbting purposes, the TEI
- punchad cards would e soried, tabilated, and halanced
to the accounting records bobh by speclfic allotmant
accounts fnud the gemeral ladger control. Throush the
use of tem machings and the separabion of accounting
records from stablstical records, it is felt that
speadier, nove efficient current accounts can »
maintainad, Turbther, b having stoldsdlcs punehed
W IEY, grester flexibllity for roporting and cone
eldorable %ine saving can be effected.

, T« It is anticipated that as pgreator familiarity, abllity and experience
io pained, additional RPenofiis may be derived from these machines by rocording
estinated oblligations, sutmission of roports within two days after olose of an
accounting period and IBY punching of additional statistics fron the hooks of
accounts, such as advances, cesh anplyses, atos

8« It is requested that perious study and effort be directod tomard
implementing nachine bookkeeping, aince 1to benofits are wnlimited.

T 25X1A%a

Asting Deputy Chief; Finance Mvialon
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